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Introduction

The ASSIST User Guides are designed to take a user step-by-step through ASSIST functions.
Because there are many different areas of specialization (i.e. Adult Services, Family and Children
Services, etc.) these guides are divided into separate booklets. For Release 2, there are 6 guides:

ASSIST Basic User Guide

ASSIST Adult Protective Services User Guide
ASSIST Child Protective Services User Guide
ASSIST Supervisor/Manager Guide

ASSIST Mentor Guide

ASSIST County System Administrator Guide

The Basic User Guide contains instructions for procedures that are common to all areas. All groups
should use this Guide.

The Adult Protective Services User Guide contains instructions for Adult Protective Services
Intakes and Investigations.

The Child Protective Services User Guide contains instructions for Prevention Referral Intakes and
Assessments and Child Abuse/Neglect Intakes and Assessments.

The Supervisor/Manager Guide contains instructions for procedures that can only be performed by
supervisors, program supervisors, and county directors.

The Mentor Guide contains instructions for procedures that can only be performed by ASSIST
Mentors.

The County System Administrator Guide contains instructions for maintaining elements of the
ASSIST system at the county office level.



Using the Mouse

The following describes the different ways that a mouse is represented on your screen.

The Pointer
The pointer is the primary navigator. It controls point-click movement using %
either a point or an I-beam. It often looks like an arrow.

The I-Beam

The I-beam is used to insert text or numbers in any software program (for :[
example, Word or Excel). It looks like a capital I.

The Hand

The Hand indicates when the pointer is positioned over a link. Links are

indicated by hypertext, which is usually a different color from the

surrounding text and underlined. Clicking on hypertext (when the pointer is \lb
the Hand) takes you to the location to which the link points (usually another

web page or another location on the same web page).

The Busy Indicator

When the computer is processing input, a busy indicator, usually an
hourglass, is displayed.
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Left-Handed Users

Mouse buttons can be switched for left-handed users. After switching, just reverse the left
(primary) and right mouse instructions.

Step Action

1 Point at Start on your Windows 95/98 desktop.

Scroll up to Settings.

Click on Control Panel.

Double Click on Mouse.

Click on the Buttons tab.

Under Button configuration, click on the radio button to change to left-hand.

Click on OK.
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Mouse Actions

The following table describes the mouse actions used when navigating the Windows 95 and
ASSIST desktops.

Mouse Action Description
Point-Click Primary mouse action
Point Double Click Launches an application
Point-Click Type Used to insert text or numbers
Point-Drag-Drop Moves an icon, file, text, or number from one location to another.
Examples:
Most point-click activity is a single, quick click using the primary
or left side of the mouse. Point and click to:
1. point. v’ Highlight an item
2. Click. v Insert the I-beam “
v Open and display case information. ‘
v' Print
v' Exit

Y Point double-click activity uses two quick clicks of the primary or
left side of the mouse. Point double-click to:

1. paint.

L. Double
clhick.

v" Launch or open an application

Point-click type action is used extensively in the ASSIST __~l-heam
application. Clicking inside a text box activates the I-beam. Name: (| | |
1. Point inside the box.
2. Click and then release the mouse. Street: | !
3. Type in your information. State: | | Zip:| |
Point-click-drag-drop is used to move items and text on a
screen from one location to another.

\ Aoz Assist

1. Point the arrow over the selected item.
Click the mouse button and hold the button down.

Amos Assist

2
3. Drag the arrow to the desired location.
4

Drop the item by releasing the mouse button.

Using the Tab Key

If you prefer to use the Tab key on your keyboard to move the cursor from field to field rather than
clicking the mouse, this feature is available.



The ASSIST Web Page

ASSIST is a web-based application. That means the application is not in your computer, but on a
server that you access through a network. The network that ASSIST uses is the DHR Intranet. That
is InNTRAnet, not INTERnet. Unlike the Internet, which is a system open to anyone with a
computer and internet service provider, the DHR Intranet is a closed system. Only those connected
to specific network servers can access the DHR Intranet and ASSIST.

Starting ASSIST

You have been provided a shortcut for the ASSIST application. Double-click this shortcut to start

ASSIST.
ASSIST ! ! |

Web Double-click
the ASSIST
shortcut to
start ASSIST.




When you double-click the ASSIST Web shortcut, the ASSIST login web page is displayed. This
page checks your network login ID (which you entered when you logged onto your Local Area
Network (LAN)) to see if you are allowed to use ASSIST. You should wait while the system
continues to log you into ASSIST. If you have access to more than one office, you will need to
select one from the list and click the OK button.

— T R | et [ Rt [ ] W —

a ASSI5T Choose Office - Microzoft Internet Explorer pmvid.ed by Alabama DHE v5.5 M=l E3

J File  Edit “iew Favortes Tooke Help |i
@ .0=s @ [ h | B W e

Back iy ard Stop Refresh Home | Search Favortes Higtorw  Mail
J.ﬁ._gldrg_w'l Ll E’?E!:'-. “ Links i

“

Logging in. Please wait...

Flease select the office you would like to login under from the list
below.

[ASSIST Develapment | |1 You have access to

more than one county
ok office, you will need to
select one from the list
and click the OK button.

@] Dore l_ l_ Lacal intranet 4

If your login ID is in the list of people allowed to use ASSIST, the ASSIST Web Page opens.



The ASSIST Menu

The ASSIST Menu is located across the top of the ASSIST web page. It provides a means to
navigate (move around) the ASSIST application. Clicking on a menu item takes you to the
associated page. A red pointer indicates which page is currently visible. Your menu may not have
all of the items shown below. Only menu items with functions you are allowed to access are
shown. For example, Sys Admin (or System Administration) will not be available to most ASSIST

users.

aj\.'-rilf-! Eicraaofl Intemsed Explorm provided by Alabams DHE v5 5

associated with that item.

Selecting a menu item opens the page

Each item
on the menu
represents a

Quick & A

View Summaries of:

Intnken
AEEREEmants
Investigations
Fanding Approval

Assignmentis

Intake [ Men ek The red
pointer
indicates
Case Name: which page
T-Diga. Jang is currently
visible.
Date Received: Category: Status: rkor:
08/A3,/2004 CPE Intake Fanding Tracy Aynes
Case Mame:
T-Mewton, James Allen
Date Received: Category: Gtatus: Primary Worker:
08,/31/2004 AANE Intaka Rccept for AANE Mr. Bruce Stricklar
Inwastigation

10




ASSIST Pages

ASSIST is actually made up of several web pages, each providing its own functions. There are two
main types of pages in ASSIST, summary pages and data entry pages.

Summary pages have two distinct areas separated by a vertical line: the Sidebar and the Display
Area. The Sidebar is to the left of the dividing line, and the Display Area is to the right.

& ASSIST - Microaofl Inteoed Exploim paowided by Afabams TTHH v5.5 'F:E |

& September 2, 2004
@.i&ﬂ‘d Summany Svs Admin Logout

Quick Q & A: (3 Intoke | My Drytaks Sort |/ Filter
View Summaries of
Intaken
ASBEsEMeNnts Case Mame:
Investigations I-Dos. Jang
- Date Received: Category: Status: Primary Workor:
081372004 CPS [ntake Fanding Tracy Aynes
This is the This is the
& Sidebar Case Name: Display Area.
J T-tewion, Jaoves Allen
\ L
.l-Il Help J Palicy Date Received: Category: Gtatus: Primary Worker:
\ 08/31/2004 AAKE Intake Accept for AAMNE Mr. Bruce Stricklar
@l WeipDesk Investigation
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When you click on an option in the Sidebar, you are able to view associated information in the
Display Area. The Display Area also contains buttons and links. These allow you to access
additional functions. Clicking on a button, such as “New Intake” or “Add Allegation”, will open
the associated data entry page. A link is an underlined string of text. If you point your mouse to a
link, the arrow will change to a hand. If you click on a link to a piece of work, another Summary
page for that specific piece of work will open with its own Sidebar and Display Area.

The @SSIST logo in the top left corner of the Assist window acts as a “Home” button, which takes
you back to the main Summary Page.

Click the @SSIST
logo to go back to
the previous level.

in.'-’il!-! Micronofl Inteomed Exploim paowided by Afobams TTHH v5.5

Quick @ & A: & Intpke | Mew ke ————— The Display Area

Vigw Summaries of: provides links to both
intakes Data Entry pages and
AgsasEments Cage Name: Summary Pages for
saiTigiticn T-fos_ lang specific pieces of

work.
Fanding Appro.al . o Category:  Status: Prima
Selecting an item in :
. . CPS [ntake Panding Tracy Aynes
the Sidebar displays
associated information
In the Display Area.

L | Search &
= = T-Hevion, Jarss Allen

\ »

.l-Il Help J Palicy Date Received: Category: Gratus: Primnary Worker:

08/31/2004 AAKE Intaka Accept fior AANE Mr, Bruce Stricklar

@t falpDesk Inwastigation
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Sorting and Filtering Items on Summary Pages

You can use the Sort/Filter button on the Summary pages to make finding a specific item easier.

Eernlimg &l

Rergiumnms

STy

s Ailrmam

25l

Lt

Intakas

Case Hame
LEarphil Bamds

DHR =1
D0 0000 0o

Date Received: Categery: Staties: Primary Worker:
D7 DE T 005 CF3S Tritsks Panding Bruce Strickler

Cirde Mams: LHR 7L
LA RO OO0 o0
Dale Received: Colegory: Status: Primary Worker:
5232005 CFS Trtaka Panding Bruis Strickler

Coage B ame: DHR £
Lodanes, Ueknnwen MGM e, Rl e
Brato Radwived: Catisgory: Stative: Prifmary Worker
[t PO GRS Irtale Paniting Bt Strcklar

1. Click the Sort/
Filter button.
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3. Click the

R _— _______| OK button.
I 3 Sl Fllni plakias - ‘Wb Page DMalag

o SortfFilter Intakes
Pll‘i | [ = Cancel

2a. If you want to Sort,
EEEE——| select ASC (for

Case mpm Date Receivad: [ o ascending) or DESC

c.t.gw:ﬁ\ status: [ o (for descending) for

the criteria by which

Primary Workier:
L BN you want to sort.
[
! Catagory Typa: | ‘i\
Btatus Type: \’\ 2b. If you want to
Filter, select the
item type you want
displayed.
| HelpDeak

14



Special Items on the Sidebar

1. The Quick Q & A link is located above the list of options and

is used to document calls that do not relate to DHR work. Q & A
is covered in more detail in the Adult Protective Services and

Child Protective Services user guides.

2. Below the list of options are five buttons:

a. The Search button opens the
search page, which is used to perform
searches for cases, people, and
providers.

b. The ERD button opens the
Electronic Report Distribution system,
which displays reports generated by
ASSIST, ACWIS, and FSS.

c. The Help button opens the
ASSIST Help feature, which provides
assistance in using ASSIST.

d. The Policy button provides a
link to DHR’s Policy Help for Adult or
Family and Children Services.

e. The HelpDesk button allows
you to send an email message to the
ASSIST Help Desk.

Click the
Search button
to perform a

Click the ERD
button to open the
Electronic Report

Click the Policy
Help button to
open Policy

case or person Distribution
search. system.
o] Sewrch 'dJ ERD
Click the Help VAT Hel »
button to open _‘-’} ° W
ASSIST Help. Help.
ﬁﬂ HolpDesk
Click the

HelpDesk button
to send an e-mail
to the ASSIST
Help Desk.

15




Data entry pages have fields into which you can enter information. Each field has a label so that
you know what kind of information to enter. If a field is required (i.e., you must enter something in
the field in order to save), there will be a red asterisk after the field name. Once you have
completed entering the information on a Data Entry page, you can click the OK button to save your
changes and exit the page, or click the Cancel button to exit the page without saving.

Click the Cancel

b button to exit the page
utton to save without saving the

the data and

TR Mew Azsignment — W I:- Fage Dialeg X changes.
exit the page

Assignment Doetails : f |
|@‘§H $-.. Ok = Cancel —

Click the OK

Start Date: [55 /[0 /cooe  Emd Date: [ o Tym“ | =]
Worker: © =l
Crate farmat = mm/dd/cery Required fields are
indicated with a red
asterisk. HelpDesk

bt A 7061 77 assist/ediiPopupF rameset jsp fopenPape=subprcs/asaign/asgn_edk sphpageT ile=Hew Azsi ﬁ;, Local ntranet

Data entry pages contain data entry fields that are used to collect information.

Text boxes allow you to type data in your own words.

Drop-down boxes allow you to select values from a list.

Click the
| i— button to Eyewtness
. . JHearsay
view the list. Statament by PAR
Unable to Determine
Wictim Statemeant

16



Multi-select boxes allow you to select more than one value from a list.

Available Roles Selected Rales

Pearzon identified A1 Risk el Surson allegedhy Heeponsible
FepatayFeferral Source =
‘Ailness -
Provichar

Facifity Diracior o
DirectorAdmindstralos L

ASSIST Error Messages

ASSIST error messages are generated when there has been a data entry error or when there is not
enough information available to complete a piece of work (e.g., you cannot approve an
assessment/investigation until the Person Identified at Risk has been contacted). There are two
methods used to notify you when an error has occurred.

When there has been a data entry error, like required data missing or invalid time format, a small

box will display on your screen notifying you of the error, and the field(s) in error will be
highlighted. Click the OK button on the message box to return to the page and correct the error(s).

a MeszageBox -- Web Fage Dialog EdE4 |

e Required fields missing

hitp: //assistqa. B8] Local inranet

17



When the error involves the system being unable to find valid information it needs to complete a
function, a link will be displayed on the page with the words “Errors were found.”

2} Approval Details -- Web Page Dialog EE

Approval Details

38ist [ oKk = Gneal |=

Error's were found,

*Decision:
* Worker: Mrs. SaRita Hartin *Supervisor: Mrs. SaRita Hartin
Date: 10/14/2004 Time: 3:17 am
{9 | HelpDesk

|http:a"a"ia$si3tqa.-’assisb"editPDpupramEjset.isp?l:n|:|e'nF"age=S_uI:iprcs.-.’apr\-'l.-’lapw]_edit'.is'p&p'age’l' itle=Ay |% Local intranet.

You must click the “Errors were found” link to get a description of the items in error.

2} MessageBox -- Web Page Dialog

1) Please enter Marrative - '"Basis of Response &
Time'.

2) Mo Reporter Information found in Roles.

3) One Participant must have role of
‘ReporterfReferral Source’.

4) Head of Household is required

i TI
ik 1

|
ittp: £/ assistoalassist/messagebox b !% Local intranet

NOTE: You can print this list by holding the Ctrl key down while pressing P on the keyboard.
When the Print dialog box opens, click the OK button.

18



Assignments

Purpose: Assignments control who can work on cases and allow supervisors to distribute work.

Overview: Intakes, Investigations, and Assessments are attached to workers using Assignments.
An open case must have at least a Primary and a Supervisor assignment. A case can have several
assignments in addition to the Primary and Supervisor assignments. Workers can assign INTAKES
to anyone in their own county. Supervisors and Managers can assign and reassign intakes AND
investigations/assessments to anyone in their county AND to Supervisors and Managers in other
counties.

Creating a New Intake, Investigation, or Assessment Assignment

Intake, Assessment, and Investigation Assignments are maintained from the Assignments page
within an intake, assessment, or investigation. This page is accessed from the Intake page,
Assessments page, or Investigations page. To get to the Intake, Assessment, or Investigation page
from the main ASSIST page, follow these steps:

1. Select Summary from the ASSIST menu.
2. Select Intakes, Assessments, or Investigations from the Sidebar.

3. Click the name of the intake, assessment, or investigation you want to open.

You are now ready to open the Assignments page. This example involves an intake, but the steps
are identical for assessments and investigations.

19



an'-’il'_—i Micronofl Inteamt Exploim poovidied be Alobams DHA v5.5

September 2, 2004

Quick Q & A:
Avallable Pages
Initial
Parilcipanis
Rolos
Relatianskhips
Allegations
Mamallve
Recommandations
Foarml Correspondence

Approvi

Assignmonis

" sewen @ ero
I\.j:‘“ ‘ﬂw
it HelpDesk

Case Mame: T-Newton, James Allen

DHR & 123456759 Date; 08/3L/2004 068:329 AM Worker: Mr, Bruce Strickler

Initial |

Intake Information

Intake Date: 08/31/2004 08:33 &M DHR#: 123456782 Micrafilm#:
Category: AARNE Intaka Type: AR5 In-Home

Contact Method: Phane Description: Own Home - Alane
Case Mame: T-Hewton, Jamas Allen

1. Select Assignments from 2=
the Sidebar. prowaded b the repoiter

20




an’i’-il_’i! Microaofl Inteanad Evploim pooyided be Afobams DHE v5 5 HEE

i September 2, 2004
@15t

Case Mame: T:-Newton, James Allen

- Intake
DHR #: 123456789 Date; 08/3L/2004 06:39 AM Waorker: Mr, Bruce Strickler
Qulck Q& A:
Available Pages: Assignments s =— 2. Click the Add button.
Irvitial
Participanis
Rolos Start End Type Worker what Office
AP 05/01/2004 Primary Mr, Bruce Strickler  Intake ASSIST
Relatlonships 1022 AM 084312004  Development
Allggations
Hamat ve
5 e DA/31/2004 DA/31/2004 Primary Mr, Bruce Strickler Intake ASSIST
lecormme ndatio s B0 AM 03017 PM 084312008 Developrment
Farm/Correspondance
Approvals
DB 2004 DB/ 1/ 2004 Suparvizor Tracy Aynes Intake ASSIST
Assignmants OB:40 &AM 03117 PM 08/31/2004  Devalspment

‘| Search @ | gRD

3| Hele % | Poliey

() HelpDesk

5 Hew Azsignment - Web Page Dialog

i @@ﬂ $";|'L Assignment Deta 3 Select the - = —— ]
type of
Assignment. 5. Click the
OK button.
start Date: [55 /[02 /[Fooe End Date: [ [ /] Type:" [~ =

'uln'urku-r."| | =l

4. Select the person
Diate farmat = mmddd/csyy | to whom you wish

to make an

Assignment. ﬂ_| HelpDesk

|t F0G1 77 assist /editPopupF rameset sp fopenPape=subpics/assign/asgn_edi jspbpageTitie=hlew Az5i ﬁ;, Local miranet
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an'-’il'_—i Micronofl Inteamt Exploim poovidied be Alobams DHA v5.5

B September 2, 2004
@115t
8 Intaks Case Mame: T-Newton, James Allen
il DHE #: 125456789 Date: 06/31/2004 05:59 AM Worker: ¥ Th‘f’ new
- ass1gnment
QHFEh D 5- A (= dlsplays on
Available Pages Assignments L Aol | the
initinl Assignments
Parilcipanis page.
Rolos Start End Type Worker /Jﬁ?—u‘m_u
Relatinnships 0902/ 2004 Secondary Mr, Frank Elis Intake ASSIST
5 : 1035 4M 083172004  Cevelopment
Allegotions
Namallve
S - o 09,/01/2004 Erimary Mr. Bruca Strickler Intake ASSIST
Recommendatio ns 10022 & 08/31/2008  Development
Foarml Correspondence
Approvals
e DES3L/2004 DB/31/2004 Primary M, Bruca Stricklar Intake ASSIST
Angignments 0840 BM 03117 PM 083172004  Development
DE/31 2004 D8/31/2004 SuparYisor Tracy Aynes Intake ASZIST
0B:40 &M 03:17 PM ogss /0004 Developmaent
"] Search @ | er0
\J]Help | Poliey
it HelpDesk

NOTE: When an intake, investigation, or assessment is assigned to someone, a Supervisor
assignment is created for everyone up their supervisory chain.

22



Closing an Intake, Investigation, or Assessment Assignment

Intake, Assessment, and Investigation Assignments are maintained from the Assignments page
within an intake, assessment, or investigation. This page is accessed from the Intake page,

Assessments page, or Investigations page. To get to the Intake, Assessment, or Investigation page
from the main ASSIST page, follow these steps:

1. Select Summary from the ASSIST menu.
2. Select Intakes, Assessments, or Investigations from the Sidebar.
3. Click the name of the intake, assessment, or investigation you want to open.

You are now ready to open the Assignments page. This example involves an intake, but the steps
are identical for assessments and investigations.

an'-’ilﬂ:i Hicraaofl Intermsd Explom provided by Alabams DHR v5 5 HI_:E l
B Septerher 2, 2004
@911
i Case Mame: T:Hewton, James Allen
L Intake :
DHR #: 123456739 Date; 08/3L/2004 0B:39 AM Worker: Mr, Bruce Strickler

Cuick O & A:
Availlable Pages: Initial

Initial

Participants Intake Information

Rolos Intake Date: 08/31/2004 08:39 AW DHR#: 125456789 Microfilme:
Relatlonships Category: AANE Intaka Type: AR5 In-Horme
Allegations Contact Method: Fhane Description: Own Home - Alane
Namatve Case Name: T-hewton, James Allen

Roecommeandations

FarmCorrespondence

Approvals .
¥ 1. Select Assignments from :

the Sidebar. peovaded by e raporbar.

Assignments

" | search @ | grD
()] Help | Policy
) HelpDesk

23



" sewen @) om0
.1)'” ‘Jw
i HelpDesk

T Edit Assignment Information - Web Page Dialeg

s St & 2, 2004
@:1ist
Case Mame: T-Newton, James Allen
intake _
DHR #: 123456759 Date; 08/3L/2004 08:39 AM Worker: Mr, Bruce Strickler
Ciilck Q & A:
2. Click the link to th
Avallable Pages: Assignments C ck the to the
ass1gnment you want
mitiml
to close.
Pariitipanis
Rolos Start End Type Waorker What Office
> 05/02/20:04 Eﬁmndaﬁ Mr. Frank Ellis Intake ASSIST
e inlil o 1035 AM 08/31/2004  Development
Allegations
Namalive
4 09,01, 2004 Erimary Mr. Bruca Strickler Intake ASSIET
Recommendations L0:22 &M 08/31/2008  Development
Farm! Correspondence
Approvals
— OE/3L/2004 DB A3L 2004 Primmary Mr, Bruca Stricklar Intake ASSIST
Angignments 0B:40 &M 03:17 PM 083172004 Developmaent
DB/3L/ 2004 DB/ 2008 Suiparisor Tracy Aynes Iritake ASSIET
D840 &M 03:27 PM 08312004 Development

. Assignment Details
@15

oK = Cancel =
4. Click the
OK button .
Start Date: [go /[oz /[zoos  End Date: [ ,.-'I_"L,.-'l_“ Type:* Eacnndm
Worker:™ [ 1r, Frank Ellis (ASSIST Development) | =l

Diate Farmat = mm/dd/fceyy assignment ended.

3. Enter the date the

qum—

[nitp: A T0E177 assish e cPopupF ramesed jsp TopenPage=subprcs/ assign/asgn_edk jspipageTille=E i Assig T Local intianel
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FAGEIST

Eacroaofi |ntomed

Enploim pooy idhed bp Alab

= |O] %]
September 2, 2004

Quilck Q & A:

Avallable Pages

nitinl

Pariicipanis

Roles

Relatlonships
Allegations
Mamallve
Recommandations
FarmlCorfrespondehce
Approvals

Ansignmonts

s @ om0

|3 Hele % | Pty

4 | HelpDesk

DHR #: 123456759

Case Mame: T-Hewton, James dllen

Date; 08/3L/2004 06:39 AM Worker: Mr, Bruce Stricklar

Assignments N =]

Start End Type Warker What The assignment is

09,/02/2004 Gecgndary M, Patricia Robarts  Intake still displayed, but

ki o] D8/3L/2004  with an end date,
indicating that it is

09/02/2004 08/02/2004 Secondary Mr. Frank Ellis Intake not a current

10:3%5 aM 0122 PM 08312004 assignment‘ Note
that the link to the

08/01,/2004 Primary Mr, Bruce Strickler  Intake assignment 1s gone,

10122 &M n@/31/2004 so it cannot be
changed.

DE/3L/2004 0B/31 2004 Primary Mr, Bruca Strickler Iritake

DB40 &M 05:17 PM 08/31/2004  Development

0B/31/2004 DEFIL/2004 Suparyisar Tracy Aynes Initake ASZIET

00 &M 0317 PM aass/eo04  Development

25




Reassigning an Individual Intake, Investigation, or Assessment

Individual Intake, Assessment, and Investigation Assignments are maintained from the Assignments
page within an intake, assessment or investigation. This page is accessed from the Intake page,
Assessment page, or Investigation page. Supervisors and Managers can reassign multiple intakes,
assessments, or investigations at a time using the Re-Assignments page (see Reassigning Multiple
Intakes, Investigations, or Assessments on page 29). To get to the Intakes, Assessments, or
Investigations page from the main ASSIST page, follow these steps:

1. Select Summary from the ASSIST menu.
2. Select Intakes, Assessments, or Investigations from the Sidebar.

3. Click the name of the intake, assessment, or investigation you want to open.

You are now ready to open the Assignments page. This example involves an intake, but the steps
are identical for assessments and investigations.

an’-’ilfjs Hicraaofl Intermod Explom provided be Alabams DHR v5 5 HFE I

o September 2, 2004
@)sls

I Case Mame: T:Newton, James Allen
L. Intake

DHR #; 123456789 Date; 0B/3L/Z004 06:39 &AM Worker: Mr, Bruce Strickler

Chiilck Q& A:
Avallable Pages: initial

Initial

Participanis Intake Information

Roles Intake Date: 08/31,/2004 08:35 AM DHR#: 1234567532 Micrafilm#:
Relatho s bhips Category: SANE [ntake Type: AFS In-Home
Allegations Contact Method: Phone Description: Own Horme - Alone

Namalive Case Mame: T-Hewtan, Jarmes Allen

Racommendotions

FarmCorrespondence

Approvals i 1. Select o s

Assignments Assignments from | 3 : :
the Sidebar xiumislon riouces Ly e e

" | search !Jm
LA| Help | Policy

3| HelpDesk
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an’i'ﬁlfjl Micrazofl Intemod Explorm provided by Alabams DHA v5 5

Case Mame: T-Newton, James Allen

DHR #; 123456759 Date; 0B/3L/Z004 06:39 AM Workes: Mr, Bruce Strickler

Quick O & A:

Avallable Pages: Assignments
initinl

2. Click the link to the
assignment you want

to reassign.
Parilclpants

Rolos Start End Type Worker What Office
Fealatinmmbips 09,/02/2004 SECy ndgﬁ Mr. Frank Ellis Intake ASSIET

1035 4 083172004 Devslopment
Allegations
Namalive
¥ 09,01,/ 2004 Erimary Mr. Bruca Strickler Intake ASSIET
Recommandations 10:22 &M 08/31/2008  Development
FarmiCorrespondence
Approvals
e DE/31/2004 DB/ 3L 2004 Primary Mr, Bruca Stricklar Intake ASSIST
Anmignments 08:40 &M D317 PM 0g/3/2004  Development
DE/31 2004 DE/IL 2008 Suparvisor Tracy Aynes Inkake AZZIET
040 &M 63:17 PM gass/eond  Development

s @] om0

|\ Help ™| Policy
Q;I'“

7} E dit Assignment Information — Web Page Dialeg

. Assignment Details —
@@-‘Eﬂ‘d oK | = Cancel =

4. Click the
OK button .
Start Date: ﬁ{; .r']u__'-g" ;W End Date: r“ ,r'l_"' ,.-'I_"' Type:® Eecondm
Worker:™ [ M-, Frank Ellis mssmT Development) =]

3. Select the name of
the person to whom you
want to assign the work.
(This field defaults to
the person currently
holding the
assignment.)

Date Farrmat = mmfddfoey

;

[t e 7081 77 st fediPapupFriameset jsp TopenPage=subuics)sssign/asgn_edi jspbpageTille=E it Assig T Lacal intranet
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ot Intemmot Exploim poovided be ATabams DHA w5 "

September 2, 2004

1Y
@15t
¥ Case Mame: T-Newton, James Allen
L Intake ,
DHR #; 123456759 Date; 0B/3L/2004 0B:39 &AM Worker: Mr, Bruce Strickler
Ciilck Q & A: The

Avallable Pages
initinl
Parilcipanis
Rolos
Relatianskhips
Allegations
Mamallve
Recommandations
Foarml Correspondence

Approvi

Ansignmonts

" sewen @ ero
|‘J:‘“ ‘ﬂw
it HelpDesk

Assignments L Ak | assignment is
listed on the
Assignments

Start End Type Waorker What  page with its

09/02/2004 g

16035 A 08¢/31/2004 nfwrworl}(er.

09/02/2004 09/02/2004 Secnndary  Mr, Frank Fills Intake a| The

10:35 &M 01:22-FM 8/31/E008 B assignment to
the original

09/01/2004 Brimary Mr, Brucs Strickler  Intake a| worker is still

10122 &M og/a1/2008 O displayed, but
with an End

0B/31/2004 D8/31/2004 Primary Mr. Bryca Strickler  Intake A pat_e’ .

OB:40 &M 03:17 PM na/3/2004  Of indicating it is
not a current
assignment.

DE/31/2004 DB/3L/2004 Suparvisor  Tracy Aynes Intake A &

OB 0 AM D317 PM O8/3/2004  Development
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Reassigning Multiple Intakes, Investigations, or Assessments

If you are a supervisor, there may be times when you need to redistribute a worker's intakes,
investigations, and assessments. Doing this could take a long time if you reassign each piece of
work individually. There is a faster way to reassign the work if you want to reassign multiple
pieces of work to the same worker. This is done from the Re-assignments page. This page provides
the means to reassign all or part of a worker's intakes, investigations, or assessments to another
worker. For example, you could redistribute one worker's 12 assessments among four other
workers by making four re-assignments (about three per worker) rather than opening each of the 12
assessments and using the Assignment page to reassign them individually. To open the Re-
assignments page from the ASSIST Summary page:

Summany Sys Admin Logout

Culck O & A & Intake Mz [tk Sort | Filter

View Summaries of:

Intnkes
Agsesuments Case MName:

Investigations Lhse. zandrs

Re-assfgnments 1. Select Re-assignments  |gpy: Status: Primary Worker:
Pending Approval from the Sidebar. htake Panding Brucs Strickler

Assignmenls

Case Mame:

T-Mills, Stephis
' | Search l_l ERD
Date Received: Category: Status: Primary Worker:
| )| Help *. | Palicy £0/05/2004 CPS Tntake Panding Bruce Strickler
)] HelpDeai
Case Mame:
Tolmimiber | s i
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e | ASSIST - Microsoft Internet Expi.r.lrr.r provided by Alabama DHE ¥5.5

Summary Sys Admin Logout

Cuick Q& A: & Re-Assignments

View 5 ies of:
i Rt el Bradiey Brown nffice Groups .
Intakes
o 1 A/NE Tntake]w) ,
HEAREMETE Investigation{w) -
Investigations
= . Bruce Strickier Difice Groups N
Ay 2. Find the worker
Pending Approval 1 AANE Tnfsh2 — whose work you
.l'.l,r-r:_-'r vt .
Assignments i want to reassign and
; e select the type of
Inwestigation ..
work it is.
SysAdmin
' | search @ | ERD pavid Dillien Office Groups
1 AANE Intakoe( W)
y Hal =
't-j' wdl ¥ RBssassrment W)
CPE Intakew)
Q)| Mol Trvestigation| W)
Deepali Rastogi Dffice Groups .
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3. Select the ign Work

Worker to whom

button.

6. Click the OK (=" = Cancel

=

Group: ASSESSMENT

you want to

assign some of

the work. ruthStrickler
Assigned to: |

Availabla Work

Barmbhill Bemice Ruth
Bamhill Bemice Ruth
Ernox William

4. Select the pieces of
work you want to assign
to the selected worker.

sSelected Work

5. Click this button to move
the selected pieces of work
to the Selected Work list.

@] HeotpDuek
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If you want to reassign all

of the work to the same
person, click this button to
move all of the listed work to
the Selected Work list.




Assigning/Reassigning Work to Another County

There will be times when you will need to transfer work to another county. Supervisors and
managers have the capability to reassign intakes, investigations, and assignments to other counties.
This is done the exact same way as an individual reassignment within the county, except you (as a
supervisor or manager) will be able to see supervisors and managers from other counties in the
Worker list on the Assignment Details page. To transfer a piece of work to another county, you
need to transfer the PRIMARY assignment to a supervisor or manager in that county.

e >
3 Edil Azmgnment Infmmation — Web Page Dalag

. Assignment Details .
@iiui; Ok = Goncal JS

start Date: foz /55 /[zoos | End Date: [ /] Type:® Fﬂ"“’“‘l

Worker* [ ctrickler, Bruce (A5515T Development)

Strickler, Bruce (ASE1ET Daveloomant) The Worker hst ShOWS a
Swetrer, Barry (SS15T Developrmasgk————— \ .
Taylar, Bobert (ASSIST Developmeant) worker's name and office.
Three, Trainer Supervisor] 455157 Development) :

Three, Mentor Worker] ASSIST Development) To trgnsfer a piece of work
Two, Mentar Supervisar( ASSISTEevreepmemti— to a different office, select
Tybar, Veronica (ASEIST Developrnant) . .
andervesr, Maxine {ASSIST Developmant) a name/office pair for that
Waughn, Sherry (ASSIST Development) £fi
Willisms, Jenny (ASSIST Developrent) ortice.
Tancey; Willlam {ASSIST Developmenit)

Date format = mi

adih ptpagaTiien

el o bt B s e et i LI N

NOTE: Workers only see people in their office on this list. For supervisors and managers, the
people are grouped by office. Your office appears at the top of the list followed by the rest of the
offices in alphabetical order. Within each office, people are grouped alphabetically by last name.
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Searches

Purpose: The purpose of Searches is to allow you to find people and cases that have been entered
into the ASSIST database.

Overview: There are two types of searches in ASSIST: Required Searches and On-Demand
Searches.

Required searches are performed when you are verifying participants in an intake or case. These
searches are extremely important. They help prevent having more than one record for a person or

family.

On-Demand Searches are searches that you can conduct at any time.

Opening the Search Page

Prior to completing an assessment or investigation, you must search for all of the participants to see
if they are already in the ASSIST database. To do this, you must click the “Verified” link beside
the participant name. This will start a search by name for the participant. This search can be done
in the intake or in the assessment/investigation.

When a supervisor accepts an intake for assessment or investigation, a Case Search is automatically
initiated and the case is searched for by name.
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For On-Demand Searches, you need to click the Search button located below the Sidebar.

a ASSIST - Micrasofl Intemd - Exploim prowided by Alobams DHRE v5 5

intake [ Maie Dbk sort | Filker

Case MName:

LCes. lane
Date Received: Category: Sratiis: Primary Worker:
08132004 CPS Intake Panding Tracy Aynes

Click the Search button to

I:]L._-l— open the Search page for an

On-Demand Search.

\ -
\J| help U | ey Date Received: Category:  Status: Primary Worker:
DA/I1/2004  AANE Intake  fcceptfor AANE M. Bruce Strickler
QE HelpDesk Inwestigation
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Case Searches

Required Case Searches

Purpose: Required Case Searches allow you to determine if a case record already exists for a
person or family.

Overview: If you have a new intake and find that a case already exists for the person or family,
you do not want to create a new case! You want to create a link between the new intake and the
existing case. This is done by selecting (highlighting) the existing case on the Search page and
clicking the OK button.

The Search page will open automatically when you approve an intake. An initial search will
already have been performed based on just the case name. The results of this search are displayed
when the Search page opens.

. . Click the Reset If you want to perform
Name information is

. button to clear another search using other
pre-filled when the Case - o
Search page opens the search criteria, enter the new criteria
page opens. criteria fields. and click the Search button.
\\ skt ] Search | 0K [ Cancel
Last Wame: [iznes [ ———First Name: [izne | | If an existing case
DHR Mumber: Office: | . Assist Id: I: was found, select
Provider name: | 1 Entakve ) '(hlghhght) the case
in the list, then
click the OK
| Provider / Lase Name DHR Number Office " Type b‘m"fn- Ifinf’ case
= Mo matching records found W?lS ound, just
T click the OK
The first search (based button to create a
on the case name) has new case. .
already been See the Supervisor
performed when the Guide for detailed
Search page opens. instructions on

approving intakes
and creating/
linking cases.
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On-Demand Case Searches

Purpose: On-Demand Searches allow you to search for specific people or cases in the ASSIST
database any time the need arises.

Overview: On-Demand Case Searches are available through the Search button located at the
bottom of the Sidebar.

3 ASSIST - Micrasofl Intemd - Exploio prowided by Alobama DHRE v5 5 -F:m
Septemmber 2,

£ Summary

" . Intake [ Moy Intake Sort / Filker |

Case MName:

LCes. lane
Date Received: Category: Sratiis: Primary Worker:
08132004 CPS Intake Panding Tracy Aynes

1. Click the Search button to

t":]L._—I— open the Search page for an

On-Demand Search.

\ “ »
*..J' _J T Date Received: Category: Status: Primary Worker:
DAFIL 2004 AANE Intake fccept for BANE Mr, Bruce Strickler
QE HelpDesk Inwestigation
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3 Snaich - Winroeodt Infossst Evplorer provided by Alabama DHA v5.5

Click the Reset button if f—ry
you want to clear the o sxman halit
search criteria fields. [ —Reset || Seanth || Gomcel |
Last Manwe: | First Naau:l
DHR Mumber: |7_ Dffice: | =] AssistId: |—_
Provider name: [ )ﬁu—f_ Click the
Cancel button
If you want to 3. Click the to exit the
2. Enter information find an intake Search page without
that matches instead of a case, button. conducting a
information you select the Intake search.
expect to be in the check box (box
record you want. should be
checked).

SEARCH TIP: If you know the DHR Number or the ASSIST ID for the case you want, use those
instead of the name fields. This will return only the case you want, where using names can be
expected to return a larger number of records which you will have to eliminate one-by-one.

SEARCH TIP: When you enter a Provider Name, the search returns a list of case names containing
any of the words from the Provider Name.

SEARCH TIP: If you only want to search for cases in a specific county, Select the county from
the Office drop-down list.

SEARCH TIP: If you want to try a search based on part of a name, you can use the * as a

"wildcard" to replace part of the name. For example: a search for a last name of Jon* and first name
of Jane would return any case where the first name was Jane and the last name that starts with Jon.
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Here is an example of case search results.

7% Search - Microsoft Imernet Explorer provided by Alabama DHE v5.5

Person Worker

A search for a last name of

Jones and no first name... | PResst [ Searc || Camced
I
Last Mane: |:|n,.|,“ I ] First E: |

DHR Mumber: | Office: | I Assist Id: |

Provider name: [ ] Intake: [
Provider [ Case Name | DHR Mumber | Office | Type. Status |

Jones, Glona SE4EE4E547 ASSIET Oevelopment | Clazsed

Jomas, Joay 35542 ASEIET Development F

Jones, Martha 14-252 ASEIET Development B Clased

Jones, 111111132111331  ASSIST Development F.

...returns records where
the last name was Jones.
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Person Searches

Required Person Searches

Purpose: Required Person Searches allow you to determine if a person you are about to add to the
database is already in there.

Overview: If you are verifying a person (see Verifying Participants in the CPS or APS user guide)
and find that they are already in the database, you do not want to add them again! You want to
create a link between the person in the intake, assessment or investigation and the already existing
person. This is done by selecting (highlighting) the existing person on the Search page and clicking
the OK button.

The Search page will open when you click "Verified" by a participant's name. An initial search will
already have been performed based on the participant's name. The results of this search are
displayed when the Search page opens.

Name information is Click the Reset If you want to perform

. button to clear another search using other
pre-filled when the . o
Search page opens the search criteria, enter the new criteria
page opens. criteria fields. and click the Search button.
[ Reket I Sealrch I OK [ Concet
Last Mame: [onas | #: [ana | S5M: |:|
Roles: | . Person 1D: I:l DOB: I:l
Somaens | = If an existing person
was found, select
(highlight) the name
[ Type mMame | Gender | Birth Date | County in the list. then
P Mo matching records found click the bK

- button. If no one
The first search (based was found, just

on the name) has click the OK
already been
perfomred when the
Search page opens.

button to create a
new record.
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On Demand Person Searches

Purpose: On-Demand Searches allow you to search for specific people or cases in the ASSIST

database any time the need arises.

Overview: On-Demand Person Searches are available through the Search button located at the

bottom of the Sidebar.

3 ASSIST - Micrasofl Intemud-Explomm proyided By Alabams DHRE v5 5

@:sist

_[ofx=]
Septeswhier 2, 2004 |

]

L Summary

. B B Intake [ Muwe Inkaks sort | Filter
Casa Mame:
I-Dos tane
Date Received: Category: Status: Primary Worker:
03/13/2004 CPS Intaks Panding Tracy Aynes

t 1. Click the Search button to

":]—._-I—““ open the Search page for an

On-Demand Search

] ‘ .

)| elp | re—y Date Received: Category: Status: Primary Worker:
08 31/2004 AANE Intake Accept for AAME Mr, Bruce Strickler

Q& HelpDesk Insestigation
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2} Search - Microzoft Intemet Explorer provided by Alabama DHR v5.5

Case Person Worker |

I
Bes = e I
[ feset || 2. Select Person [——

Last Mame: ] First Namz:' from the Search
DHR Number: | Dffice: | =] AssistId: Window menu.

Provider name: 1 Intake: [
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3 Semrh - Microsoli Intoenel Explojer poovsded by Alpbama OHA vB.5

Click the Reset button if
you want to clear the

Worker

search criteria fields. Feset || Search || Campe
Last Mame: | First Name: [ S5M: r_
Roles: | =] Person ID: [i DOB: r—
. . 4. Click Click the
3. Enter information that the Cancel
matches the information Search button to
you expect to be in the button exit the
record you want. :
page
without
conducting
a search.

SEARCH TIP: Only intake, assessment or investigation participants that have been verified will be
found in a person search.

SEARCH TIP: Only select a role if you only want to find the person if they have that role. If you
enter a role as a search criteria, and that person is in the database (but not with that role), you will
not find the person.

SEARCH TIP: You can search for SSN, Person ID, and DOB. You should be aware, however,
that it is possible for an existing person record to not have this information. Even if all of the other
search criteria match, a record will not be returned if an item you included as criteria was not
entered on the record.

SEARCH TIP: If you want to try a search based on part of a name, you can use the * as a
"wildcard" to replace part of the name. For example: a search for a last name of Jon* and first name
of Jane would return any record where the first name was Jane and the last name that starts with
Jon.
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Here is an example of person search results.

Searching for a last name of Jones and a
first name of Jane...

worker

Rt [ Search || Camced |
Last Mame: I]t,,.l,:, | First Mame: []m.,,: ] S5 I
Roles: | . Person ID: I DOB: I
Gender: [ .
Type Mane | Gender  Birth Date County
MFONE - JOHNE | JENA R * —
: . ...returns matches to AKA (Also
F MFONE-  JONES ! S Known As) names (Jane Smith's
P A A i S maiden name was Jones).
# PRSH - JONES | JANE ©
§ orsn- Rl ...returns PRSN (exact) matches to
e s . Al the search criteria.
& MFONE -  JOMES , JEAN Famals Di1/a0,/a000
4 MFONE - Jones , Jean Farmale O0/a0annn
#* MFONE - JOMES | JENNY Famale OO/ 00/e000
* MFONE - JOMNES | J0aN Famale 00000000
& MFONE - Yones , Joanne Famale 00000000
& MFONE - lones , Joan = L DO IOn SORAn
F MFONE-  JONES , JOHN ...returns MFONE (sound alike or
F MFONE-  JONES , J6HN—] close spelling) matches to the
F MFOME - JOMES , JOHN search criteria.

cfo ME, Apt. # , 1223123 123.
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Worker Searches

Purpose: Worker Searches allow you to search for people who are workers, supervisors, or other
ASSIST users.

Overview: Worker Searches are available through the Search button located at the bottom of the
Sidebar.

1_:1 ASSIST - Micrazofl Intemd Explonm provided By Alabama DHRE 5 5 - |
B Septemnber 2, 2004
@t#ﬂ"ﬂ Summary Sys Admin Logout
i
L Summary
0 LA Intake | MNewd Dntakis Sort / Filter

Case MName:

I-Dos Jape
Date Received: Category: Slatus: Primary Worker:
08/13/2004 CPS Intaks Panding Tracy Aynes

1. Click the Search button to

t";-]L._-l— open the Search page for an

On-Demand Search.

1 “ -
\J _J N Dabe Received: Cabegory: Status: Primary Worker:
08/31/2004 AANE Intake Accept for AANE Mr, Briuge Strickler
QE HelpDesk Invetigation
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2} Search - Microzoft Intemet Explorer provided by Alabama DHR v5.5

Case Person Worker
]
[ [ [ Search
2. Select Worker
Last Name: | First Hame: | from the Search
DHR Humber: 1 Dffice: | =] AssistId: i Window menu.
Provider name: 1 Intake: [
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a Search - Microzoft Inkbermet Esplorer provided by Alabama DHR +5.5

Click the Reset button if  |—— - B ik
L]
you want to clear the — ek i
search criteria fields. T Tesst | Seargt I
Last Mame: | First Mames: |
Person ID: I |
. . 4. Click Click the
3. Enter information that the Cancel
matches the information Search button to
you expect to be in the button exit the
record you want. )
page
without
conducting
a search.

SEARCH TIP: You can search for Person ID. You should be aware, however, that it is possible
for an existing person record to not have this information. Even if all of the other search criteria
match, a record will not be returned if an item you included as criteria was not entered on the
record.

SEARCH TIP: If you want to try a search based on part of a name, you can use the * as a
"wildcard" to replace part of the name. For example: a search for a last name of Jon* and first name
of Jane would return any record where the first name was Jane and the last name that starts with
Jon.
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Here is an example of worker search results.

3
- - Ca —— ]
Searching for a last name of Brown and no first i T b g
name... -
Resit [ Search ||  Camced
Last Mame: [E-rnwn First Mame: [ ]
Persaon ID: I
Type Hame | fffice Fhone
ﬁ WRER - Brown , Alne ASSIST Development [I54)242-1510 tfo , Apl. & P.OBox 30400
I6130-4000
i WHER - Brown , Brad ASSIST Developmant (3343242-1310 ofo , Apt. # P.OBox 30400
: A6130-4000
d WRKR - Brown , Bradiey ASSIST Developmeant (334)242-1310  &fo , Apl. & P.O/Box 30400

... returns all workers with a last name
of Brown.
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Special Narrative Types

Purpose: There are special types of narrative that apply to more than one functional area in
ASSIST. This section describes these narrative types. Narrative types that apply only to a
particular function in ASSIST are covered in the guide for that function.

Overview: Some narrative types are specific to a particular type of work. First Victim Contact, for
example, applies only to CPS Assessments or APS Investigations. Other types of narrative are
pertinent to all types of work. Alerts and Directions would be useful to anyone who is planning a
visit to the client's home.

Alerts

An Alert is used to inform workers of any dangerous conditions that exist in a home or other
location they might visit during the course of their work. If the Reporter/Referral Source informs
the intake worker that a potential danger exists (such as a vicious dog on the property), the intake
worker should enter an Alert to let the Assessment or Investigation worker know about the
situation.

Alerts are entered and maintained from the Narrative page. To get to the Narrative page from the
main ASSIST page, follow these steps:

1. Select Summary from the ASSIST menu.
2. Select the type of work (Intakes, Assessments, or Investigations) from the Sidebar.

3. Click the name of the piece of work you want to open.

You are now ready to open the Narrative page. This example involves an intake, but the steps are
identical for other types of work.
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Mgl (nissper Eaglieer gaovided by Bamn T

L Case Name: T-Lormilard, Fhyllis
DHR #: Dake: 11/30/2004 01128 PR Worker: Robert Tayior

Cuick @ & A

Available Pages: Imitial

Hneal

Parficipants Intake Information

Roles Intake Date: 10/30/2004 01:26 P™ DHRF: Micrafilm#;
timivshigges Cat EPE Inkals Type: Family

Allegations 1. Select Narrative [ Destriptian: Singls Famale

Marmalne .
from the Sidebar, g Phyllis
Hucomenend slions

Foa muCarrespondensy
Approvas
Description of Incident £Situation/Beguest
Coller stafes hat sha has seen wihat appearts be cigaraSe bumes and boskees on the ame of Denald Lomiaed,

Thi aaller 5 3 1each € Donald's schosd. When-sha Jsked Donald about the maks, he just beng his Sead pod
did net areassar. Whan gressed fod an anssss, Donald told Bt he did nofsemambar Rav it hagpened.

Assigmments

¢ | search @ | ERD
'._}.H* "Jhl:r
Qjm

Bamu TR
& Chanoe Office June 1, 2005
slst
i Case Namer T-Lomilard, Fhylis
L - Intakes 3
DHR #: Dake: 1173002004 01128 FM Worker: Robert Taylor
Quick @ & A = . |e—
; ——————1 2. Click the Add
Available Pages: Sarrathee Add Plarrative s | | .
- Narrative button.
Mnitial
Participants
Roles Yievy History
timshiges s cription of Incldent L8 Rapigii Moy DESOLAOT O30T am
§ ) . i i . Worker: Bruce $trickie
Allegations Callar states that she haz seen wisat appearbe be oigarsfie bums and beaises on the arme of Donald Lomilad.
T atiet The oaller i @ teagher af Donald's schosl. Waen she asked Tronald about the maks, he just Bung his head and

did et anssar. Whan pressed far an asmsis, Donald told Gerhe did ned wmambar bos (1 hagpanad
Hecomenendairns

Foa marmespondency

Approvaks

Assigmments
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5. Click the

'a.l".le Mairative — 'Web Page Dialog OK button.
& MNarrative
@Stﬂ'ﬁ Spell Chedk  |—| oK =l =T =i Cancal =
3. Select Alerts from
Narrative Type: © | | =11 the Narrative Type list.
= - Alarts
| ﬁ'l a Dlrl.:il:tmns- L
a0 Ms Naotfcabons = =
o S B S | Other Partinent Information » | ek
Prior History of buse/Neglact/Exploitaton
Referral to Community Resources
4. Enter the
information
in the text
area.
[t/ 705177/ assist/eciPoprFramedet i TopanP agemsubpics/retv/ntv_sditjsphas_pics_nmm 25 Localintanet

Wil Iniesner Eaplieer pooyidend by Alsbamae TR 5%

Change Offce Jisme 1, 2005

Quick (1 & A
Available Pages:
Biidlkal

Participants

Roles
Relatinmships
Rllegatiomns
Harmate
Hecomenend slamaes

Foa P g TR pio s i

Approvaia

Assigmments

© | search @ | ERD
‘A Help | Policy
@m

Once an Alert has
been entered, this icon
is displayed in the

Case Name: T-Lormilard, PFhyllis
Dabe: 11/30/2004 0128 FM W

0

DHR #3

header and is visible

Narrathve from all pages.

Add Narrative

You can update Alert information
by clicking the Alerts link. This
opens the Alert in the Narrative

/| page, where it may be edited.
Alérts

riodifieds DEFOLIOT LOAZ am
Worker: Brycs

Tl chler

Big dag that Bes fo bits mall camien and pacial riskem
The Alert narrative
is displayed on the
Narrative page.
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Directions

Directions are used to provide workers with instructions on how to find a home. If the
Reporter/Referral Source provides directions to the home, the intake worker should enter Directions
to help the Assessment or Investigation worker locate the home.

Directions are entered and maintained from the Narrative page. To get to the Narrative page from
the main ASSIST page, follow these steps:

1. Select Summary from the ASSIST menu.
2. Select the type of work (Intake, Assessment, or Investigation) from the Sidebar.
3. Click the name of the piece of work you want to open.

You are now ready to open the Narrative page. This example involves an intake, but the steps are
identical for other types of work.

Mgl [mlssper £ wy pmipvielend by Alahamp TR 5.5

" Chanme Cifice Jsme ..
@Giﬂh

Case Name: T-Lomilard, Phelis
DHR #; Dake: 11°30/2004  01:28 FM Worker: Robert Taylor

Cluick G & A

Avallable Pages: Initial

it Eal

Parficipants Intake Information

Roles Intake Date: 10/30/2004 0126 P™ DHR#: Microfilmes
Relatinivshis Lot P nkal Type: Family

Allegatiang 1. Select Narrative [ Description: Singls Famate
from the Sidebar. [ ®hyllis

Marratne

Heconenendalwaes

Fiw i grrespantdsmcy

Approvats 7 =
R Dascription of Incident/Situation/Beguast
Culler stafes that sha has seen vt appearto be sigarafe bumes and bsiees on the ame of Denald Lom e,

The oaller = 3 ieacher at Ponald'sschosl. When-sha Jsed Donald about $he maks, he just bang hes Sead and
did ned aneswar. Whan gressed fod an anssad Donald fold bt he did notsemambar haw ithIgpenesd.

| Search @l | ERD
|\ Help % | Palicy
@Juqnut
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e Enplipeer papwielend layp ami THHH 5%

Change Ofice Jume 1, 2005

Case Name: T-Lomilard, Fhylis
DHR #: Dake: 11/30/2004 01:28 FM Worker: Robert Taylor

Cluick G & A =
————— | 2. Click the Add ]
Available Pages: sarrathve Agd Na:-'-aUu-—I—.-_ C X
ial : Narrative button.
nitia

Paricigants

Foles Yiew History
E Fhadified: DE/OL/GS O30T am

Relatinmshags
. i o . . Worker: Bruce Binckie
Alliegations Caller stafes that she has seen wabiat appearts be slparefie bums snd beaiser on the amms of DBonabd Lomiland.
— Thie aaller b= 3 feachir 38 Donald's sohasl. Wien she ased Donald aboud the maks, he Just Bung hes hiead snd
did neot anmesar. Wihan pressed faan aesessd, Donald told Ber he did ned remaembar Boi i happanad
Heconenendalmaes

Foa e dirT s pianid s

Approvais

Assigmments

| search @l | ERD
\i M i) Petley
ied | HelpDesk

5. Click the

'a.l".le Mairative — 'Wab Page Dialog OK button'

= MNarrative 1
@ﬂm { Spell Theck_|=| ok = S = OGna

3. Select Directions
Narrative Type: * | | = from the Narrative
Fro T Alarts .
'“ | &l o S DIFF!E‘:I‘DI'I'S- Type list.
80 | [ps dMotificabions . —
A A | 2ther Pertinent Information = l I
Prior History of buse/Neglack/Exploitaton
Referral to Communtty Resources
4. Enter the
information
in the text
area.
It /R TOE1 7T/ 2ttt et opupFramesed jep foparFagems bpice/nabu/rity_sdt jspkas_pice._nme |25 Local inktanes
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fend fap Adahams TR o5

B Once a Directions
Case Name: T-Lomilard, Fhylis . @

L - Intakes narrative has been
DHR #; Dake: 11302004 01128 FM Worker: Rob .. .
entered, this icon is

Quick G & A & displayed in the -
Available Pages: narrative Add Marmatiee | | S]] header for all pages.
i kal
Participants
Roles 2
Relatinivshis - -
Allegations You can update Directions
e information by clicking the
P Directions link. This opens the
Fiw i grrespantdsmcy Directions in the Narrative page,
Approvais where it may be edited. View History
Assigmments rectiom Hodifieds DE/OL/US 10CEZ am
Takiw highwioy 57 out o1 fown sbout fiars mler and take 4 night ande ceun] . . :r:l‘l .
the et The Directions
narrative is
© | Search .J ERD displayed on the
Narrative page.
" \| Help "J Palicy

53



Sorting and Filtering Narrative

Purpose: ASSIST allows you to sort and filter the narrative displayed on the Narrative page. This
makes it easier to find a particular piece of narrative. This is especially useful once you have
entered a lot of different types of notes.

Overview: The Sort/Filter button on the Narrative page provides the means to select criteria for
changing the order of notes and selecting a specific type of note to display. Narratives can be sorted
in ascending or descending order by Narrative Type, Office, Date Entered, or Worker Name. You
can select a Narrative Type by which to filter the narrative display. When you filter the narrative,
only the selected narrative type is displayed. Sorting and filtering does not affect the way narrative
appears when printed from Forms/Correspondence.

To open the Narrative page from the Summary Page:
1. Select Intakes, Investigations, or Assessments from the Sidebar.
2. Select Narrative from the Sidebar.

This example involves an intake, but Sort/Filter functions the same in investigations and
assessments.

& Chanme Office Jeme 1, 2005
slss
| Case Namer T-Lomilard, Fhylis
L Intakes
DHR #: Date: 113052004 01:28 PM Worker: Robert Tavior
Cuick GO & A (& 1. Click the N
Avallable Pages: Narrative Add Narranve | [“Sort] Fiter——| Sort/Filter
i button.
Farticipants
Roles Yiewvy History
Rl atinmsiiges pscrption of Inddent ot 5 Ridjii phadifiad: DE/OL/OS D30T am
. ; o . . . Worker: Bruce $irickie:
Allegations Callarstates that she harsesn wingl appaarts be sigarefe bums snd beaiser on the ame af Bonald Lamilad.
Fmirative The oaller & 2 teagher 38 Donald's schosl. Waen she asioed Tonald about the maks, he [ust Bung his head and

did met anssar. Whan pressed o an e, Donald fold Ber he did nof emembar bow i happansd
Hecomenendalsns

Fiw g is prondenci

Approvais

Assigmments

| search @ | ERD
‘A Help | Policy
ied | HelpDesk
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i a-ﬁuliﬂ.]‘d':u‘fﬂh;;'r': = ‘;i’:l'r:h-F'.:'tgt Fi-n.l-].ﬂg

' . Sort Marrative
@iﬂn

3. Click the
OK button.

— Camcel =

Sort Criteria

Narrative Type: !./
o —

oate Entored:
Workar Name: Z_

2a. If you want to
Sort the narrative,
select ASC (for
ascending) or
DESC (for
descending) for the
criteria by which
you want to sort.

2b. If you want
MNarrative Type: | to Filter the
narrative, select
the Narrative
Type you want
displayed .
(4 HelpDesk

it
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Changing A Narrative Type

Purpose: Allows the narrative type for a narrative entry to be changed.

Overview: Narrative types can be changed on the Narrative Page.

To open the Narrative page,
open the piece of work and select Narrative from the Sidebar.

You are now ready to change a narrative type.

vel hw Ak, FHN 400

™ Chanis Oice October 17, 2005
@25
Case Namel Snders, Monios
DHE #1 000000D45E Dated D0/26 2005 Primary Werker: Bruce Strckler
L Assessments
Mearratlvi [ Add Marotive | | ek il
Avallabls Pages
Wl il
Farficipants o ﬂ
HHodified) 10/157700 0803 Am
s Lomtect Batey 09{ 77/7002 Tyl 100 AT Wrawkone Bngog Bhrick e
Allepstions bwthls Farm b Faeos Larabans Hama Aoubes To
Mide Monice Andery
LELE T 2 ; 5
vttt Fahis This 15 where you arer e test for e first contsct with & person identifisd &
=2 ; s nak This is added text
b Theeal
W Plan
D prosition
Kt
Yiove History
L L& 3= 71 ®LT am
| sewrcn @l | gm0 m:mmmmw b T AT
- Apghies Te
Wi e T Peley This is & test
4 HelpDesk 1. Click the narrative type
you want to change.
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Wuly Pasge [Tualig

Al T

T

ﬁ I Marrative $" T l=|' _J:_

Narrative Type: * [iresrview with Sarbcoants]

2. Select a different value from
Narrative Type.

3. Click the OK
button.
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Viewing Narrative and Approval History

Purpose: ASSIST allows you to view the past versions of narrative and the approval activities for
an intake, assessment, or investigation. For narrative, this provides a record of the original text
entered by the worker, any changes made by the worker, and any changes made by the supervisor or
manager. For approvals, this provides a record of the dates for approval requests, recalls, returns,
and approvals.

Overview: The View History function is available to all ASSIST users. It provides a record of

narratives entered/changed and approval activity. Each entry displays the date of the entry/change
and the name of the person who made it.

Narrative History
You view the history for a narrative from the Narrative page in the piece of work containing the
narrative. To open the narrative page, open the piece of work containing the narrative and select

Narrative from the Sidebar. Find the narrative for which you want to view the history.

You are now ready to view the narrative

feverri previt bl b @lishirna P o1

&ll@f I Chane Ofice Ocsober 17, 2005

Caze Mamet Snders, Manios

L . Assessments

DHR &1 000000DA5E Date] D0A26/2000 Primary Workesr: Bruce Sheckler
Quick Q& A earrativa l.'.lJ r,__,,,,g,.._ R 5""5 "..F'"i' ]
Avallable Pages
Wt
Participants |
Ptz
-,_.,.. Basls for Recommendation windifiady DFGRDT £2000 B
Frelatimishps Warker Tieeg A
Alleygadiina (=1
BT i
Coarltiinstog Fectoes
[CETET T -
Chackiist 1. Click the
st bt e i + View HiStOI‘y
fiarrkive link.
| sesrch @ | ERD _\'_Imr_llﬂm
T, = Eirst ¥ictim Contact Mo 10005008 GRAT an
| ) g | Polie Combact (habi: 00252005 Whrimct £ 11200 & Warknars Brucs Skrichlar
-‘II = ] Fimtbinls Farm b ¥ gcs lucasan: Home Aapplies Fo
'ﬁ} Mias Mihind Smbais
e This is where you enter the teod for the first comtact with 8 parson identified =
nsk
=
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5 ‘Wimw Man .||I|.!;u- Moy

'w'uil Payw ialog

2. Click on the link for the
version you want to view.
NOTE: The top entry is the
current version, the bottom is
the oldest.

g HelpDosk

| o  History Details ]
',plll: o
Contact Contact
ata Active Type Narrative Workar Name Mathod Data Activa
1001752008 Frgt Vichn Conbagt Bruscn Strickler Faca f0.Face 10yE7/R00S
1WLT 2005 Bruce Strickier Face m Face ILTR00S -

3. Click the OK
button to return
to the History
Details page.

il it Mt e 1 S
This i whare you antes e text for the firet contact with & person identfied st
nsk

The text for the version
you selected is displayed.
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Winey Kam afivn History - Wal Page Dualag

0 | o History Details
L]

—

Date Active Type Narrative
10/ F/2008  first yictim Comact

TOFLFARO06: " Firg Wichm Contect

) Contact
Worker Name Miathod
Bruce Strickier Fise bpLFac
Bruce Strickler Edce tn Face

60

4. Click the OK
button to return to
the Narrative page.




Approval History

You view the approval history for an intake, assessment, or investigation from the Approvals page
in an intake or the Decision page in an assessment or investigation. To open the Approvals or
Decision page, open the piece of work containing the narrative and select Approvals (for an intake)
or Decision (for an assessment or investigation) from the Sidebar.

You are now ready to view the approval history.

[ 3 ASSIST - Microeolt Intémnel Explosar ovided by Alabama DHIE v5.5

Case Mame: Bamhill, Barnice Ruth

DHA #1 0D0DD12345 Drate: 06/23/2005 Primary Worker: Brucs Stricklar
Quick G & A -
- Decision | |
Avallable Pages:
e
Contribmting Factors Decision Information
Salety Tha mat
Safity Plan Restncted Reazon: Uoesticied Responss Time: 50475
Dispusition Investigating Agency. DHR Retemal Date:
DA Notifications
sinent Histony LEA Notifications
Cass Participants 1. Click the
Approval Detajls View History — ——%iew History |
Decision: Pending button.

Worker: Bruca Strickler

. Superviser: Broce Strickler
L Search ERD
J .J Date: 06,/23/2005 Time: 10:14 am
| Help %) polioy
Hearin v niommation
(4| HelpDesk
Hupervisor Comments
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@ll —

History I]EiaiFs

Date Active_Approval Status

These are assessment
approval actions.

2. Click the OK
button to return to
the Approvals page.

|} 05/25/2005  Request Approval worker Fartysi

|| 05242005 Panding wnrker Fortysix

| DS/3/2005  Accept far Assessmant Tranar Supervisor Thiee

| DEf24/2005 Reguest Accept far Assessmant Worker Fartysic

1 DEEA2005 Recall worker Fortysic
O5/24/2005  Reguest Accapt for Assessment Worker Fartysit

{ 05242005 Peanding Worker Fartysis

These are intake

approval actions

() MetpDes

The approval actions
for the piece of work
are displayed. The
most recent action is
on top and the oldest
is on the bottom. For
assessments and
investigations, the
approval actions for
the intake are also
shown.
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Forms and Correspondence

Purpose: Forms and Correspondence allows you to generate specific forms, reports, and
correspondence from ASSIST.

Overview: The Forms and Correspondence page generates a variety of printable products. The
product the page produces depends on the location of the page. For example, the Forms and
Correspondence page you access from the Intake page has a different set of products from those
produced by the Assessment Forms and Correspondence page.

You will access the Forms and Correspondence page by selecting Forms and Correspondence from
the Sidebar. Please note: Some areas in ASSIST do not have any forms or correspondence. In

those areas, the Forms and Correspondence option will not be displayed

Once on the Forms and Correspondence page, here is how you produce the documents:

an'-’-illii Microzofl Intesvid Enpldoion pooyiched by Maboama DHIT 95 5 !I:[E
& September 2, 2004
@1+
i Case Name: T:Hewton, James Allen
L Intake _ 1
DHR &3 1234557849 Date: 083172004 082325 AM Warker Mr, Bruce Strickler

Cuick Q & A:
Available Pages Form

Initial

Partcipanis

it Name 1. Click the link for the document

Ralatlonships &  Irtersgency APS Report Beferra—
" 3 you want to produce.
Allegations Time Of Generation
Namatl v
e rryme n catio s ®  lgtice of Inappeopriste Referrsl PEASOL0L
ol B ran SR AR Time Of Generation
Approvals
A ; & Ept ot ddult Suspected Abused Neglacted Explasted FSASOLOD
BEigmMmanis
pthacy Time Of Generation
" | Search 'J ERD The. Forms and Correspondence .
available from your current location
4 Help ';J Policy will be listed on the Forms and
' Correspondence page.
QI HelpDesk
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—m - 3. Click the
; Uses Enliy - 'Web Page Dialog OK button.

| a PFREASD101 - Adult Interngency Referral
@t T

Adult Interagency Referral, Agency:

| Adult Interagency Referral, Attention:

| ] =
Comments:

I B

- |

2. If the system needs information that
fi#| HelpDesk | ;. ot maintained within the database, a
user entry page opens. Enter or select
the needed data.
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The document opens in
Adobe Acrobat Reader.

All of the functions
provided by Adobe

Acrobat Reader (print
and save included) are

Do not print on pre-
printed letterhead,

available from the ASSIST pI'iHIS the
toolbar.

Attached

Fiom

letterhead for you.

S Riplyry Sereen
PO e MM
Wl w1y, A, 6 | -]
Talophosa {138)342- KU
Fan; (NH1242-1 310

Department of Mubshie Health
Elva Caoliman. ('H - Dirv. of Heahh Care Facilrties

Adult Abose, Neglect, andd'or Exploitation Hepor
e Mame James Allen Newfom
DR & I1XMA5678%

Persom ldemtified m Risk:  Mr. Jomes Allen Mewieon

Birmee Smckler
Addull Prodoctive Services

Someone in your county office will
be designated to maintain
addresses, names, etc., used

in the letterhead, signature elements
and other standard information.

Drepartinciit of Hman Resowrces Report of Adwll Aluse Megleot Togplotatnm
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31\.'-ri|'_-'i Macroanfi Inte

Enploom pooy idhed bp Alabams DHA

M[=E3
September 2, 2004

Quick Q & A:

Avallable Pages

Initimi
Pariicipants
Roles

Relationships

mmandations
FermiCorrespondence
Approvals

Assignmeonts

s @ e
I‘_:L:'“ ‘Jﬁﬁl‘

4 | HelpDesk

Case Mame: T-Newton, James Allen

DHR #; 123456759 Date; 0B/3L/2004 06:39 AM Worker: Mr, Bruce Stricklar

b

Form
MNarma Coda
8 Interagency APS Repod Beferral ]
Time OF Generation The date and time the
09/02/7004 14:46: 38— document was generated
®  Notice of Inappropriste Referral (dlsplayed or printed) iS
Time Of Generation shown.
& EBpbOf Adult Suspected Abused Mealscted Exploited  PSASGI03
s M;’":rw“" Clicking on the date and
time re-opens the saved
document.
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Accessing Forms and Correspondence for Intakes linked to an Assessment or
Investigation

Once an intake has been linked to an assessment or investigation, you will not be able to access the
intake's forms and correspondence from the intake. You can open the intake's forms and
correspondence from the assessment's or investigation's Initial page. To access the Initial page from
the main ASSIST page, follow these steps:

1. Select Summary from the ASSIST menu.
2. Select Assessments or Investigations from the Sidebar.
3. Click the name of the Assessment or Investigation.

Case Mame: Bamhill, Barmce Ruth

DHR #: 0000012345 Date: 06/23/Z005 Primary Worker: Bruce Stricklar

Quick @ & A i

. Initial
Available Pages:
e Assessmant Information | Modify Cage Name/DHR &
FRaicymnty Recsived Date:  06/23/2005 10002 AM  Response Time: 5 Days
Roles Received Method: Fhons Category: GPS Intakes
Relatinmshagm Micrafilm 2:
Allegatinns Disposition: Perdmg Disposition Date:
Hmrativg Campletion Date: Restricted Reason: Unrestrictad
Contributing Factoe s h:lﬂtﬂl' bﬂiﬂﬂp“ﬂﬂ

Satoty Tha iat
Satety Plan

Dispositinn

Related Intakas

Date Type Description
06/23/ 2005  Family Single Femala Balink F_g@z
L) tewet @ | er0
_ 1. Click the Forms
\Jj el % | Poliey link for the intake.

Em
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%R - Web Page Dialog

MName Code

- SSLEAEREREI S nt o B 2. Click the link for the
form or correspondence
you want to produce.

Time Of Generation

® Allsgation 1o Parent of Prmary Caregiyes
Time Of Generation

® Allsgation t ASLE PEASOZAR
Time Of Generation

& Child Protectivis Sarvicas Intaks PEASOEOL

Time Of Generation

|t £ he 706 77 azsisteditPopupF rameset jsp PoperPage=subprcsfoma_con [ﬁ Local inkianet

Refer to the instructions for Forms and Correspondence beginning at step 2 for the rest of the steps.

68



Merging Person Records

Purpose: The person merge function provides the means to combine duplicate records for the same
person. Only those specifically designated in their county office to have merge capability can
perform merges.

Overview: You may occasionally find that more than one record exists for the same person in
ASSIST. Perhaps the person was entered under a different name. Maybe the worker who entered
the second record did not complete a thorough search when they verified the person. No matter
how the duplicate record was created, the desired goal is to only have one person record per person.
Once a person record is merged into another, the remaining person replaces the merged person in all
work to which they were linked. Also, the name from the merged person record is entered in the
remaining person record as an Also Known As (AKA) name.

Person records are merged from the person record that you want to keep. You can open the person
record from an intake, assessment, investigation, or search. The recommended procedure for
merging person records follows:

Before you begin the actual merge process, it is recommended that you identify the person records
by Person ID. By using the Person ID, you will know exactly which record is which, especially if
the name is identical on the two records. In this example, the person record for Bernie Barnhill will
be merged into the record of Bernice Barnhill.

Sy

Sy Aadimin L ispoit

Cuick G & A Intakias [ Hew Intmks | Sort [ Filter

WView Summaries of:
Wil akis

ARSBERINERtS Case Mame:
| -ﬂgrnhl | ﬂ;mli
Date Received: Calegory: Status: Primary Worker:
ol
Frmcating Appeiaet:: 070642005 CRS Intake  Pending Brucs Stricklsr
BEsmmnstHs
1. Click the e R
Search button. [y, G
1 & Date Received: Category: Shatus: Primary Worker:
W | T | Poliey 06232005 CPS Intake Panding Beriugs Stricklar

@) MelpOast
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2. Select Person
from the menu.

want to remain after the merge. . .
[ Resst [ Searh

I- -:r - |r:|nH nrmnzl |:-=l muvnhdhp . 'r.

Last Mame: [aarmni ' First Mame: [parnice .
4. Click the =
les: LRLH I
e E ok Search button.
Gender: [ ] _-a

Last Mame: [parnhi) First Mame: [repnice
Roles: I ﬁ Person [D: I DI]H:I
Gender: [ j
Typs | Fame | Gender  Birth Date County Ade
| 'i' PRSH - Barnhdl | I'IIT. Bemiocs Ruth Female Oo/0000n

5. Click the name of the record you want
to keep. If more than one record was
returned by the search, you may have to
open several to identify the one you
want.
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7. Close the
Person Record.

E
]

Ml Tndmreentd © aplsirer providedd by Alaboma DI 5
Person Name: Ms. Bemica Ruth Barnhill
Gender: Farmale

6. Note the

'L Person

Perspon ID.

——rerson ID: 2001295

Added Dabe: 06/24/2005

.

| Available Pages:
. DiEmgr 2 activity Information

lefertificatiin

Case Mame
g ~ Ramhill, Bernics Buth
[0 s5ann
- Type: Activity Date: Stalus:

ALY ASSESSMENT  D&/23/2005  Panding

Mergpe
Role: Catnty:
Parson Allsgedly Responsible ASEIST

Disposition:

DHR Mumber:
OO000LE345
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8. Click the

you want to merge into the Reset Button.
retained record.

Pergon

Sa_T_n'.'h || Cancel

Last Mame: Iﬂern-'hﬂ'l

First Mama: [garhie

10. Click the Search

Whorhie

Rol ® 1] |
=] = s B button.
Gender [ 4 _a'
|
Type | Hame | Gender | Birth Date County Ads
® PRSH - Barnhill , Ms: Bormice Ruth Errnale 000040000

} ety - Mhcuszall Viitms

wil Esyrbimare porvacdesl by Alidamu DHEE o4 %

Pergom Worke

| Search | Cancel

Last Mame: [o yrnnil

First Mame: Iﬂgrmu

sse
DO |_

merge. If more than one record was returned,
you may have to open several to identifiy the
one you want.

Roles: I ‘a Person [D: I_
Gender: [ |
i
Type | Mame | Gender  Birth Date County Ade
|4 eRSH-  Barnhal, rTs Biermis Female 0B/ 00
11. Click the name for the record you want to
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13. Close the
Person Record.

FAGSIET - Marammunli lrtsrpet Enplies pooy v Mafumma DHH vH %

12. Note the
Person ID.

Person 1D: 20013440
Added Date: 07,/06/2005

i Persan Name: Ms. Bemia Barnhill
i Person

Gender: Famale

Available Pages:
BT A S Activity Tnforrmatiom

Ielartification -
' Bambill, Bernis
Type: Activity Date:  Status: Bisposition:
INTAKE D7 f0ES2005 Panding
Mole: County: DHE Mumber

ASSIST
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r - ru:H nrmnzl |::r-:l urnljerJhp I ” 'r.

14. Click the

Roset BUOn T et St ) Goncdl )
Last Mame: Iﬂern-'hﬂ'l First Mam: |B-arn-ru 16. Click the
Rales: [ =l Person 10 | | Search button.
i p- | 15. Enter the Person ID for the
record you want to RETAIN. I
Type | Hame | Gender | Birth Date County Aﬁ;
F PRSH - Ettiln Fermals 00/D0/a000

v - Mhcizzali Toleesl Esplimae pn

Il

S

17. Click the name to open
the record.

Last Mame: | First Mame: |
Roles: I j Ferson [0 ngnlzgg DI]I!I:I
Gender: | H
Typa | rame | Gender  Birth Date County Ads
| * PHEH - Barnhdl | M Bermics Roth Fernals Oo/oy00nn
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3 ASTIGT - Mg Interret T aplovm oy fo

Gendir:

v Alshamy DA «5 5

Parson Mame: Ms, Barnice Ruth Barmhill

Fernals

Person ID: 2001295
Added Dabe: 06/ 24/2005

Lite Events
Rl s Pharne
RiztnAny

Merge

Type:

18. Select Merge
from the Sidebar.

activity Information

Case Nanwe:

~ pamhill, Barnice Eith

Activity Date: Status: Disposition:
T 04/ Z32008 Pendsng
County: DHR Mumber:
AESIST O00Dn1Z345

Person Allegedly Responsible

=lal=]|

Gendir:

Parson Mame: Ms, Barnice Ruth Barmhill

Farnals

Person ID: 2001295
Added Dabe: 06/24/2005

Lite Evemns
Adress Phane
Acibaty

Merge

Person Merge Tnformation
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19. Click the Merge
button.




21. Click the

Search button.
[ Fesst [ Slah [ oK | Comesd
Last Mame: | ] First Hame: | ELTE [—.
Roles: | 3 eemenwmi [ | —
E""';"-'_E_ — _I 20. Enter the Person ID for the
record you want to MERGE.
[ Twpe | T Mame | Gender | Bith Date  County |
™ réo matching records found
al-—4 a
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ey

w'nh PMage (hmbkag

| Raget Samrch K, Lol
]
Last Numl.-t.i First Hame: 23, Click th
. Click the
Rales: [ o |
Gl - i) SEL OK button.
Gendor: | I |
| Type ] Mame _ Gender  Birth Date Cournty
#* PREH- Barnhill , Ms. Barne Fernaie | DE000000
22. Select (highlight) the record by
clicking it anywhere EXCEPT the
name.
e b |

Availahle Pages:

Domogr agihic s
lefertificaiin
Life Events
AdiiressPhann
Aciraty

Merys

Person Mame: Ms, Bemica Ruth Bamhill Person 1D 2001295

Genders Farnale Added Date: 06/24,/2005

Person Merge Information | | Memge |

Parson Merged Person Id  Merge Date Warker
M2, Bernie Barnhll 2001360  O7/06/2005  Brucs Strckler -
* Chick the Menge button and select the person to be merged into this person
The merge can
The details of the merge are bf, ?doni by
displayed on the Person clicking the
Merge Information Page. Fnliio—Merge
ink.
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Merging Cases

Purpose: The case merge function provides the means to combine duplicate cases for the same
person or family. Only those specifically designated in their county office to have merge
capability can perform merges.

Overview: You may occasionally find that more than one case exists for the same person or family
in ASSIST. Perhaps the case was entered under a different name. Maybe the supervisor who
created the second case did not complete a thorough search when they accepted the intake. No
matter how the duplicate case was created, the desired goal is to only have one case per
person/family.

Cases are merged from the Search page. The recommended procedure for merging cases follows:

In this example, the case for Ann Lumpkin will be merged into the case for LouAnn Lumpkin.

Suray

Sys Admin Logout

Quick G & A Intakes [ New Inmke | [ 5ot/ Filter
View Summaries of:
intakps
AssEsEments Case Mame: |

gpatinns I-Gattls, Bobby
Re- ATk
- Date Received: Category: Statua: Primary Worker:
ERcng Apprwsta 1141572004 NANE Intake  Pending Robert Taylor

ASEIINTETTES

1. Click the Search

ame:
f button. Inhny &
—x
] S Date Received: Category: Statws: Primary Worker
__,'lt ? _:_l Peliey 11/45/2004 ARMNE Intake Panding Rlobert Taylor
QJ HelpDesh
Case Mame:

T-Larrilard, Phyllis

Date Received: Category: Statws: Primary Worker:

11302004 CPS Inkake Panding Robert Taylor

Case Name:

T-Mearthy, Charlie "
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2. Enter the name for the

case you want to remain

| Provider name: [

Last Name: [, umpkin

DHA Mumber: |

Dﬁku:l

after the merge.
First Mame: inuqnn

j Assist 1d: |_

Intake: [

3. Click the
Search button.
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yearch - Microsall Intemel Expfores proveded by Alobama DHE v5.%

Last Name: [\ ympkin ] First Hame: ﬁ cuAnn .
DHR Mumber: | Office: | i Assist 1d: |_

L mvidar.um:l Intake: [~
Provider f Case Name _ DHR Number Dffice _ Type  Status Address
L1 I.wnnl-tin'l Louann CO00012345 ASTET Dealopement F opan 111 Firsk Streat Montgarmery, AL 36111

4. Click the case name.
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5. Select Merge from the Sidebar. |

Case History
Casp Participadi s Bgto:
L6005 D40 AN
Assgmments
Status: County: Primary Worker
PFanding ASSIST Devaloprment Brute Strickler
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Case Mame: Lumpkin, Loudnn

DHR #: 0DODDLE345

E/i 6. Click the Merge Button. |7
Casa Merge Information | Mg

Herged Case Name: Assist [d:  Worker Name: Merge Dabe:

= Cifck the Merge bufon and sefect the case o be merged it IS cais
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8. Click the
Search Button.

J Came Seach - Web Pape Ell.rﬂlrﬂ

!  Pest [ Sedreh | OK ][ Gancel |
Last Mame: !l__umpkm First Hame: !’-’_""4 |
DHR Number: [ f WN /ﬁ Assist Td: [~ |

Provider name: | \ / | Intake: [

7. Enter the name for the case you
want to merge into the retained case.
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Came Semch ;\’r.ir F'.:_qg-r iy

3

10. Click the
OK button.

[ Resst [  Sesech || [+

Last Name: [[impkin First Narre: [ann

9. Select the line for the
case you want to merge.

DHR Numbers [ Diffice: | =] Assistid |‘_" :
Provider name: I Intake: [
[ Pravider § Case Name U BHE Mamber | Office CTepe | skatus
., Larnpkin, &nin 0001 E34567 " ASSIST Development 'F Open




ik DHA v5.5

» Loudinn

Case Mame: Lumpki
DHE #: 00000 2345

Macopeody [l

| Meme

Casa Merge Information

Casp Panicipaads
B ASSHMMEME HMerged Case Manme: Rssist Id: Worker Mame: Merge Date:
0BA6/2085  Undo Mems

CAnn Lumpkin 1003197 Bruce Strickler

= Click the Merge button and sefect the case o be merged o U5 case

The merge can

The details of the merge are bé ur}done by

displayed on the Case clicking the

Merge Information Page. II'JHISO Merge
ink.
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Recommended Procedures for Obtaining Assistance

People who use ASSIST should try to obtain assistance from the most immediate level of help
available. This will ensure that all users can receive the assistance they need as quickly as possible.

The levels of assistance in using ASSIST are:
Level 1 - User Guide/ASSIST System Help
Level 2 - County ASSIST Mentor
Level 3 - ASSIST Help Desk

The User Guide/ASSIST System Help

Every ASSIST user has access to the User Guide online. It provides step-by-step instructions for
performing all of the tasks in ASSIST. It is made up of five volumes (see page 5, Introduction for
details). Itis also available on the DHR Intranet through the Online Documents shortcut through
your ASSIST mentor.

The same information that is available from the user guide is also available from ASSIST Help.
ASSIST Help provides access to each user guide as a whole or to individual sections of the user
guide. To use ASSIST Help:

1. Click the

gl Help button
\.'} | F located under
the Sidebar.
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The ASSIST Help page opens.

2. Click the User Guide
header to open the guide
at the beginning of the

ASSIST Basic User Guids document.

Lzing the Mouse; Staring ASSIST; The ASSIST Menu; OR
The Zidebar and Dizplay Area Special kems on the Sidebar;
Merging Cases; Merging Person Becords; Deleting Person Records:
A=zsignments; Searches, Obtaining Assizts

Click a section title to
go directly to that
section.

ASSIST Adult Protective Services Lser Guide

Guick @&A: Creating an ANMNE Intake;
Returning to an Irtake from the Summary Page;

Entering Intake Padicipants, “erifving Intake Participants;
Opening the Person Page; Cpening the Demographics Page;
faintaining Person Details; Mairtaining ARA Information;
haintaining ldertification Information; Maintsining S50,
Maintaining Birth and Death Information:

Maintaining Marital Information;  Mairtaining Addreszes;
Maintaining Phone Information;  Activity Information;

Opening the Foles Page;, Ertering Reporer®eferral Sounce Information;
Selecting Roles; Selecting Military Demographics;

Opening the Relstionships Page; Selecting Relationships;
Dpening the Allegations Page; Selecting AME Codes and Descriptions;
Ertering Intake Marrative, Opening the Recommendations Page;
Selecting & Response Time andior Restricting the Intake;
Ertering Marrative for Basie of Resporee Time;

ASSIST Child Protective Services Lser Guide

GEuick 288 Creating a CPS Intake;
Eeturninq 1] =] I_ntake from ?hr_: SUmmary F'a_w_e;

County ASSIST Mentor

Your county ASSIST mentor has been provided extra ASSIST training to be able to perform more
advanced tasks than the average worker. This does not make them ASSIST experts, but it does give
them an advantage when trying to understand how to perform a task.

ASSIST Help Desk

If your mentor is not able to provide the help you need, they can contact the ASSIST Help Desk.
The ASSIST Help Desk has people who have advanced training on ASSIST functionality. If they
do not know the answer to a problem or question, they will be able to find the answer quickly.
They will also know the answer the next time someone calls with the same question. The ASSIST
Help Desk can be reached by phone from 7a.m. to Sp.m. Monday through Friday at 1-800-429-
9508 option #6. If you are transferred to voice mail, make sure to leave your name, office,
telephone number (ATTNET preferred or include your area code), a brief description of the
problem, and the name of the intake, investigation, or assessment involved.
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ASSIST Help Desk Button

If the problem is a system error, you should send the request through the system. To send the Help
Desk a message from ASSIST:

1. Click the Help Desk
@ HelpDesk |, o1 located under
the Sidebar.

}.‘-.".-:-I'-i Helpdmk - Migrmadl ntemed Exnglorer peooded By Alabama DHR 5.5

@Qigﬁg 3 Septemixer 2, 2004

Helpdesk
This sends the pravious page to the HelpDask for analysis

Please enter your commeants hera

=
2. Enter a detailed
description of what
you were doing
when the problem
occurred.
| H

3. Click the Submit button. This
will send your message along with
a capture of what was on your
screen when you clicked the Help
Desk button.

This method should only be used when a system error occurs because it sends detailed technical
information to the Help Desk along with the comments you entered. Be sure to include your name,
office, telephone number (ATTNET preferred or include your area code), a brief description of
the problem, and the name of the intake, investigation, or assessment involved in the message.
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